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Village of Wauconda 
Position Description 

 
POSITION TITLE:    Deputy Chief  – Operations 
 
DEPARTMENT:     Police 
 
FLSA CLASSIFICATION:    Exempt   
 
REPORTS TO:    Chief of Police 
 
JOB STATUS:                                       Full Time 
 
SUPERVISES:                                       All personnel in Division, indirect supervision of all personnel 

 
Position Purpose: 
The Deputy Chief - Operations is under the general direction of the Chief of Police, and assists in 
directing and coordinating the actions and functions of the Operations Division.  The Deputy Chief 
administers the daily operations of the personnel assigned to the Operations Division.  Under general 
direction, the Deputy Chief exercises internal management responsibilities in coordinating and 
program planning for the department as a whole.  
 
This position is responsible for the coordination of Village actions with all federal and state mandates 
for homeland security and acts as liaison to the Village Emergency Services and Disaster Agency.  
 
The Deputy Chief - Operations  is expected to promote police/community partnerships to address the 
causes of criminal activity, community disorder, community fears and concerns, and any other 
community problem or issues.  
 
Shall promote police-community partnerships to address the causes of criminal activity, community 
disorder, community fears and concerns and any other community problem or issue. 
 
 
Essential Position Duties: 
 The Deputy Chief – Operations  may act as the Chief of Police, as assigned; is second in command by 
policy. 
 
Provide overall leadership and supervision of personnel under his command in the Patrol Division.  
Plans and coordinates the work of sergeants, patrol officers, CSO’s and other personnel under their 
command;   
 
Leads and trains personnel in technical law enforcement work; prepares accurate and comprehensive 
reports; establishes and maintains effective working relationships with subordinates, peers, other 
officers and the public; 
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Acts as the director of training to prescribe necessary management, technical and legal training 
courses; 
 
Conduct mobile inspections of operational performance;  
 
Duty hours shall remain flexible so that he may see that Department policy and procedures are being 
followed by personnel on all shifts;  
 
Review case assignments and dispositions of case reports as needed;  
 
Maintain and promote cooperation between all units under his command in order to accomplish the 
goals of the department;  
 
Responsible for the Administrative Review function of the Department pursuant to General Order;  
 
Responsible for the administrative review of motor vehicle accidents involving police vehicles;  
 
Acts as the Department liaison with the State's Attorney's Office for legal advice and case preparation; 
maintain liaison between the Department and the traffic, criminal, and felony court system; 
 
Encourages citizen participation in the problem solving process and helps to develop, facilitate and 
implement solutions to specific problems that are identified or brought to our attention through the 
community; 
 
Advise and assist subordinate Police Officers in law enforcement investigations and case inquiries;  
 
Attend seminars and meetings to keep updated on new principles and practices of police operation and 
related matters,  
 
Attends Police and Village staff meetings as required; 
 
Relay information to proper personnel;  
 
Provides updates on all annexations and address changes within the corporate city limits; 
 
Ensures the coordination and maintenance of work schedules for the entire department, schedule days 
off, vacations, holidays, schools, sick days, etc.;   
 
Administers special detail and hire back assignments;  
 
Review and approve all overtime for payroll; assist in payroll documentation and data input; 
 
Periodically review accident and case reports to assure adherence to department policies;  
 
Coordinate the purchase/maintenance of necessary equipment used in units under his command; 
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Administers the quarter-mastering of uniforms for all uniformed personnel including surveys and 
replacements;  
 
Act as emergency services coordinator for the Department; interaction with Sheriff's designate for 
emergency services; coordinates all emergency services activities and special call outs within the 
Village;  
 
Direct citizen complaints to the proper authority; 
 
Discharge any other duty so assigned by the Chief of Police. 
 
Responsible for his safety and safety of other employees through compliance with established 
guidelines; reports circumstances and situations that are deemed hazardous or otherwise detrimental to 
the public or City employees in a timely manner. 
 
 
Competencies: 
Thorough knowledge of the theories, principles, and practices of modern police administration;  
 
Knowledge of modern police organization, and development of personnel and equipment; of 
obligations, responsibilities, functions, and procedures of the Police Department, and the limitations 
upon its authority; of modern patrol, traffic, and investigative techniques;  
 
Modern techniques in police handling of juveniles and crime prevention programs;  
 
Criminal law, court procedure, rules of evidence, custody of persons, search and seizure, civil rights, 
and related constitutional, legal, and court decisions affecting police jurisdiction;  
 
Police science, personnel administration, training and modern management practices;  
 
Budget preparation and presentation for Field Operations Unit; Monitor monthly budget activity; 
 
Knowledge of SCI payroll procedure; 
 
Data processing. 
 
Minimum Qualifications: 
Appointed by the Chief of Police; ten years of law enforcement experience; two years' supervisory 
and management or administrative experience; successful completion of Staff and Command, FBI 
National Academy, or equivalent. 
 
Appointment made by Chief of Police with Village Administrator and Mayor approval.  
 
Considerable knowledge of the principles and practices of effective administration and supervision as 
they apply to the police service; considerable knowledge of crime prevention, investigation, and 
community policing principles, procedures, techniques and equipment; considerable knowledge of 
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federal, state, and local laws and their application to police activities; considerable knowledge of other 
agency operations and protocols. 
 
Skill to operate the tools and equipment of the Police Department. 
 
Ability to train and supervise subordinate personnel in the duties of their position; ability to act 
effectively in emergency and stressful situations; ability to follow verbal and written instructions and 
orders; ability to communicate effectively orally and in writing; ability to establish effective working 
relationships with employees, other agencies and the general public; ability to perform strenuous or 
peak physical efforts during emergency or training activities for prolonged periods of time. 
 
Other Requirements: 
Illinois Law Enforcement Training and Standards Board Certification. State of Illinois Class "D" 
Driver's license without record of suspension or revocation in any State. No felony convictions or 
other disqualifying criminal histories allowed.  
 
Must be able to read, write, and speak English fluently. 
 
May be called upon to testify in civil and criminal court on behalf of the Department and Village of 
Wauconda. 
 
Attend training as required. 
 
Develop and maintain required skills and licenses/permits/certifications as required. 
 
Environmental Conditions: 
Interior office environmental climate and vehicular mode of transportation. 
 
Equipment Used: 
Requires the frequent use of a police car, radio, handgun and other weapons as required, expandable 
baton, handcuffs, breathalyzer, first aid equipment, pager, personal computer, including word 
processing and spreadsheet programs; telephone, copy machine, fax machine. 
 
Physical Demands:  
While performing the duties of this job, the employee is frequently required to stand; walk; use hands 
and fingers to feel, handle, or operate objects, tools, or controls; and reach with hands and arms.  The 
employee is occasionally required to sit, climb, balance, stoop, kneel, crouch, crawl, talk, hear, taste, 
and smell.  The employee must occasionally lift and/or move more than 75 pounds. Specific vision 
abilities required by this job includes close vision, distance vision, color vision, peripheral vision, 
depth perception, and the ability to adjust focus. 
 

Sitting  Frequently 
Walking  Frequently 
Strength  Occasional Heavy Lifting (up to 150 lbs.) 
Balancing  Frequently 
Stooping  Frequently 
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Kneeling  Frequently 
Crouching  Frequently 
Reaching  Frequently 
Handling  Frequently 
Fingering Frequently 
Feeling  Frequently 
Jumping  Occasionally (one to three foot spans) 

 
Cognitive Considerations: 
Employee must be able to read, understand material and communicate in English. 
 
Employee must possess time management and organization skills to effectively perform his/her job. 
 
Employee must possess computer skills including proficiency on automated equipment and programs 
necessary to complete tasks. 
 
Employee must be able to observe situations analytically and objectively, determine and take prompt 
and effective actions. 
 
Employee must understand, interpret and apply applicable laws and ordinances and Department and 
Village rules and policies. 
 
Employee must be able to work independently and effectively within the confines of standing 
operating procedures. 
 
Employee must have ability to make judgment with respect to confidentiality of information and 
problem solving. 
 
Employee must use good safety awareness and judgment in all aspects of the work involved in this 
position. 
 
Working Conditions: 
Work is predominantly performed in a smoke-free office setting. Occasionally work is performed in 
emergency and stressful situations and the employee may be exposed to hearing alarms and hazards 
associated with crime and other emergency incidents, including smoke, noxious odors, fumes, 
chemicals, liquid chemicals, solvents and oils. During these emergency situations, and on occasion in 
non-emergency situations, the employee works in outside weather conditions, including temperature 
extremes, during day and night. 
 
The employee occasionally works near moving mechanical parts, is occasionally exposed to wet 
and/or humid conditions, fumes or airborne particles, toxic or caustic chemicals, risk of electrical 
shock, and vibration. It is reasonably anticipated that the individual will be exposed to blood borne 
pathogens and other infectious materials in the course of their duties. 
 
The noise level in the work environment is usually quiet, except during crime and other emergency 
incidents when noise levels may be loud. 
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Notice 

 
This job description should not be interpreted as all-inclusive or as an employment agreement between 
the employer and employee. It is intended to identify the essential functions and requirements of this 
job and is subject to change as the needs of the employer and requirements of the job change.  
Incumbents may be required to perform job-related responsibilities and tasks other than those stated in 
this specification. Any essential functions of this position will be evaluated as necessary. 
 
The Village of Wauconda is an equal opportunity employer and follows the guidelines established by 
the Equal Opportunity Act, Fair Labors Standard Act and the American with Disabilities Act. 
 
 
 

 
 
I have reviewed and understand my job description. 
 
__________________________________ 
Employee Name 
 
 
__________________________________                        ___________________ 
Employee Signature     Date 
 
 
__________________________________                        ___________________ 
HR Signature                                                                         Date 
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Village of Wauconda  

Job Description 
 
POSITION TITLE:    Deputy Chief – Support Services  
 
DEPARTMENT:     Police  
 
FLSA CLASSIFICATION:    Exempt 
 
REPORTS TO:    Chief of Police 
 
JOB STATUS:                                       Full Time 
 
SUPERVISES:                                      All personnel in Division, indirect supervision of all personnel   
  
Position Purpose: 
The Deputy Chief is under the general direction of the Chief of Police, and assists in directing and 
coordinating the actions and functions of the Support Division.  The Deputy Chief - Support Services 
administers the daily operations of the personnel assigned to the Support Division.  Under general 
direction, the Deputy Chief exercises internal management responsibilities in coordinating and 
program planning for the department as a whole.  
 
This position is responsible for the fiscal and personnel management of the Department, including the 
development, implementation, and compliance monitoring of policy as mandated by Federal, State, as 
well as local regulatory proviso and existing accreditation guidelines.   
 
The Deputy Chief shall exercise internal management authority in program development, 
coordination, and implementation for the Department and is expected to promote police/community 
partnerships to address the causes of criminal activity, community disorder, community fears and 
concerns, and any other community problem or issues.   
 
Essential Position Duties: 
The Deputy Chief - Support Services may act as Chief of Police in the Chief's absence; third in 
command by policy.   
 
Conduct a periodic inspection of administrative performance; 
 
Attends Police and Village staff meetings as required; 
 
Develop and manage the Department budget and act as fiscal planner;  
 
Coordinate all purchases made by the Department and its personnel;  
 
Monitor Departmental compliance with all laws, ordinances, and regulations within the purview of his 
Division;  
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Responsible for administration of Evidence/Property Room;  
 
Handle internal investigations if so assigned;  
 
Coordinates facility inspections and monitors compliance with risk management agency and Illinois 
safety requirements; 
 
Manage the development of pertinent timely reports within the purview of his Division;  
 
Encourages citizen participation in the problem solving process and helps to develop, facilitate and 
implement solutions to specific problems that are identified or brought to our attention through the 
community; 
 
Monitor Departmental compliance with all Federal, State, Local, and other self-imposed  
Department laws and regulations; 
 
Administers / manages special projects and their planning and research;  
 
Administers Records Management Services; 
 
Administers public outreach efforts; 
  
The Deputy Chief - Support Services is responsible for his safety and safety of other employees 
through compliance with established guidelines; reports circumstances and situations that are deemed 
hazardous or otherwise detrimental to the public or Village employees in a timely manner. 
 
Competencies: 
Have a thorough knowledge of police administration theory and police organizational behavior;  
 
Knowledge of modern police organization, and development of personnel and equipment; of 
obligations, responsibilities, functions, and procedures of the Police Department, and the limitations 
upon its authority; of modern patrol, traffic, and investigative techniques; 
 
Modern techniques in police handling of juveniles and crime prevention programs;  
 
Thorough understanding of personnel development, including recruiting, selection and training as 
defined by current law;  
 
Thorough understanding of patrol, traffic, youth, and investigation missions;   
 
The Deputy Chief shall have and maintain a current functional understanding of telecommunications 
and law enforcement computers (including RMS), jail operations, court procedures, civil and criminal 
law as it pertains to the police mission and jurisdiction;  
 
Have and maintain knowledge of fiscal management techniques;  
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Knowledge of personnel and human relations decisions and practices, and related issues as directed by 
the courts, risk management agencies, and any accreditation processes;  
 
Knowledge of data processing. 
 
Minimum Qualifications: 
Appointed by the Chief of Police; ten years of law enforcement experience; two years' supervisory 
and management or administrative experience; successful completion of Staff and Command, FBI 
National Academy, or equivalent. 
 
Appointment made by Chief of Police with Village Administrator and Mayor approval.  
 
Considerable knowledge of the principles and practices of effective administration and supervision as 
they apply to the police service; considerable knowledge of crime prevention, investigation, and 
community policing principles, procedures, techniques and equipment; considerable knowledge of 
federal, state, and local laws and their application to police activities; considerable knowledge of other 
agency operations and protocols. 
 
Skill to operate the tools and equipment of the Police Department. 
 
Ability to train and supervise subordinate personnel in the duties of their position; ability to act 
effectively in emergency and stressful situations; ability to follow verbal and written instructions and 
orders; ability to communicate effectively orally and in writing; ability to establish effective working 
relationships with employees, other agencies and the general public; ability to perform strenuous or 
peak physical efforts during emergency or training activities for prolonged periods of time. 
 
Other Requirements: 
Illinois Law Enforcement Training and Standards Board Certification. State of Illinois Class "D" 
Driver's license without record of suspension or revocation in any State. No felony convictions or 
other disqualifying criminal histories allowed.  
 
Must be able to read, write, and speak English fluently. 
 
May be called upon to testify in civil and criminal court on behalf of the Department and Village of 
Wauconda. 
 
Attend training as required. 
 
Develop and maintain required skills and licenses/permits/certifications as required. 
 
Environmental Conditions: 
Interior office environmental climate and vehicular mode of transportation. 
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Equipment Used: 
Requires the frequent use of a police car, radio, handgun and other weapons as required, expandable 
baton, handcuffs, breathalyzer, first aid equipment, pager, personal computer, including word 
processing and  spreadsheet programs; telephone, copy machine, fax machine. 
 
Physical Demands: 
While performing the duties of this job, the employee is frequently required to stand; walk; use hands 
and fingers to feel, handle, or operate objects, tools, or controls; and reach with hands and arms.  The 
employee is occasionally required to sit, climb, balance, stoop, kneel, crouch, crawl, talk, hear, taste, 
and smell.  The employee must occasionally lift and/or move more than 75 pounds. Specific vision 
abilities required by this job includes close vision, distance vision, color vision, peripheral vision, 
depth perception, and the ability to adjust focus. 
 

Sitting  Frequently 
Walking  Frequently 
Strength  Occasional Heavy Lifting (up to 150  lbs.) 
Balancing  Frequently 
Stooping  Frequently 
Kneeling  Frequently 
Crouching  Frequently 
Reaching  Frequently 
Handling  Frequently 
Fingering Frequently 
Feeling  Frequently 
Jumping  Occasionally (one to three foot spans) 

 
Cognitive Considerations: 
Employee must be able to read, understand material and communicate in English. 
 
Employee must possess time management and organization skills to effectively perform his/her job. 
 
Employee must possess computer skills including proficiency on automated equipment and programs 
necessary to complete tasks. 
 
Employee must be able to observe situations analytically and objectively, determine and take prompt 
and effective actions. 
 
Employee must understand, interpret and apply applicable laws and ordinances and Department and 
Village rules and policies. 
 
Employee must be able to work independently and effectively within the confines of standing 
operating procedures. 
Employee must have ability to make judgment with respect to confidentiality of information and 
problem solving. 
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Employee must use good safety awareness and judgment in all aspects of the work involved in this 
position. 
 
Working Conditions: 
Work is predominantly performed in a smoke-free office setting. Occasionally work is performed in 
emergency and stressful situations and the employee may be exposed to hearing alarms and hazards 
associated with crime and other emergency incidents, including smoke, noxious odors, fumes, 
chemicals, liquid chemicals, solvents and oils. During these emergency situations, and on occasion in 
non-emergency situations, the employee works in outside weather conditions, including temperature 
extremes, during day and night. 
 
The employee occasionally works near moving mechanical parts, is occasionally exposed to wet 
and/or humid conditions, fumes or airborne particles, toxic or caustic chemicals, risk of electrical 
shock, and vibration. It is reasonably anticipated that the individual will be exposed to blood borne 
pathogens and other infectious materials in the course of their duties. 
 
The noise level in the work environment is usually quiet, except during crime and other emergency 
incidents when noise levels may be loud. 
 

Notice 
 

This job description should not be interpreted as all-inclusive or as an employment agreement between 
the employer and employee. It is intended to identify the essential functions and requirements of this 
job and is subject to change as the needs of the employer and requirements of the job change.  
Incumbents may be required to perform job-related responsibilities and tasks other than those stated in 
this specification. Any essential functions of this position will be evaluated as necessary. 
 
The Village of Wauconda is an equal opportunity employer and follows the guidelines established by 
the Equal Opportunity Act, Fair Labors Standard Act and the American with Disabilities Act. 
 

 
 
I have reviewed and understand my job description. 
 
__________________________________ 
Employee Name 
 
 
__________________________________                        ___________________ 
Employee Signature     Date 
 
 
__________________________________                        ___________________ 
HR Signature                                                                          Date 
 

 














































































